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Purpose

The purpose of the STI Data Standards document is to give Kentucky schools and
districts a set of guidelines for entering data into STI Office. This document lists the
table and element names with a screen print of the required locations. The data
tables listed are required by Kentucky Department of Education for schools to enter
in the system for their school, students and teachers.



KDE Contacts

Data Policy Management and Research
(502) 564-5279

Windy Newton........ccocvvieniiniianann.s Windy.Newton@education.ky.gov
Michele Kays.......ccoovviiiinniiininnnnn. Michele.Kays@education.ky.gov
Troy McGinnis ......coceceveveiinenennnn.. Troyv.McGinnis@education.ky.gov
Attendance

(502) 564-3846

Sherri Clusky....cccoovveviiiiiiniinn.. Sherry.Clusky@education.ky.gov
Tracy Browning..........ccceeeeveiennnn.. Tracy.Browning@education.ky.gov
Calendar

(502) 564-3846

Sherri Clusky....cccocvveviviiininiinn.. Sherry.Clusky@education.ky.gov
Michael Speer......c.c.coveviviiininnnn.n. Michael.Speerweducation.ky.gov

Extended School Services

(502) 564-4772

Monica SimpSOon .......ccevvvvvvnennennnn. Monica.Simpson@education.ky.gov
Jennifer Carroll..........ccoovviiiiinn.... Jennifer.Carroll@education.ky.gov

Federal Programs - Title 1
(502) 564-3791

Diane Robertson .......cooevvvvvviiinn... Diane.Robertson@education.ky.gov
FRYSC

(502) 564-4986

Michael Denney .........ccoceevvinenenn.n. Michael.Dennev@ky.gov

Gifted and Talented

(502) 564-2106

Leah ElliS..ciiiiiiiiiiiiiiiiiiianee, Leah.Ellis@weducation.ky.gov

Greg Finkbonner.................c........ Greg.Finkbonner@education.ky.gov

Growth Factor
(502) 564-3846
Karen Wirth ....oooiiiiiiiiiiiii, Karen.Wirth@education.ky.gov
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Health Services
(502) 564-2706
Karen Erwin ...oooviiiiiiiiiiinnnnin... Karen.Erwin@education.ky.gov

Homeless Children/Youth
(502) 564-3791
Mary Marshall ............c.oooiini. Mary.Marshall@weducation.ky.gov

KEES
(800) 928-8926
Rebecca Gilpatrick....................... RGILPATRICK@kheaa.com

LEAD
(502) 564-4606
Cindy GOdSeY.....ocevvvvinininnininennnnnn. Cindy.Godsev@ky.gov

Language Proficiency
(502) 564-2106

Shelda Hale ..ccvvvvviiiiiiiiiiinn... Shelda.Haleweducation.ky.gov
Maureen Keithley..........c......ooeiaee. Maureen.Keithley@weducation.ky.gov
Edgar Adams .......cccocvveviiiiiininnnnnn. Edgar.Adams@education.ky.gov
Preschool

(502) 564-7056

Annie Rooney French................... Annie.French@education.ky.gov

Non-Academic
(502) 564-5279

Chris Thacker....ccovvviiiiiiiiiiinn... Chris.Thacker@education.ky.gov
SAAR

(502) 564-3846

Karen Wirth .....coovviiiiiiiiiiiiin... Karen.Wirth@education.ky.gov

Safe Schools

(502) 564-3678

Libby Taylor....c.c.cceeveviiiniiininan.n. Elizabeth.Tavlor@education.ky.gov
Nijel Clayton ......cccoevevevininininennnnnnn. Nijel.Clayton@education.ky.gov

Secondary GED
(502) 564-4722
Jennifer Carroll.......coooeviiiiinniin... Jennifer.Carroll@education.ky.gov
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Special Education Services
(502) 564-5279
Chris Thacker....coooveeiiiiiiiiiiiiinn. Chris.Thacker@education.ky.gov

Standardized Course Codes
(502) 564-9850

Robin Chandler........ccoovvvvviiiin.... Robin.Chandler@education.ky.gov
TEDS

(502) 564-3472

Kimberly Rice ........cccviiiiiiiiiiiinni. Kimberly.Rice@weducation.ky.gov
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‘Daily’ Menu

Daily | Discipline Incidents
Data Steward: Student, Family and Community Support

«# Record will be Added

[nzident Details

Date: BAS/0E & Time: 1:20PM 2]  Description: |

[IE B T hreatening Anather Student Location: | |

Reszults Flags
[ CalltoPalice | Amest | Charges [ Civil Proceedings [ GangRelated [ School Sponzored Event

Wiolations Motes:

Law: | | Board: | |

[ “Weapaon Invalved
[ Mon-School Hours

(] | Cancel

Table Name/Description — Discipline Incidents Table (dic tables)

Incident Details:
Date: Use the rolling date box to select the date the incident occurred

Infraction: Select the type of infraction from drop down menu
Location: Select the location the infraction occurred from drop down menu

Results:
Call to Police: Check box if incident resulted in call to police

Arrest: Check box if incident resulted in arrest
Charges: Check box if infraction resulted in charges being filed
Civil Proceedings: Check box if incident resulted in civil proceedings

Flags:
Gang Related: Check box if incident was Gang Related

School Sponsored Event: Check box if incident happened at a school-sponsored event

Violations:
Law or Board violation must be selected for any SSP1, SSP2, SSP3, SSP5 or SSP6 disposition.
Law: Select the Law Violation Code from the drop down menu

Do not choose a Board violation if you have selected a Law violation



Board: Select the Board Policy violated from the drop down menu
If the incident could be board or law violation, you should choose Law, the most severe

Weapon Involved: Check box if weapon was involved with incident

Non-School Hours: Check box if incident occurs outside school hours

Daily | Discipline Incidents | Participants
Data Steward: Student, Family and Community Support

== Participants/Witnesses/Victims (Tardiness)

Edit

Participants |Witnesses |"ji|:tims |
Ingert

LChange

Delete

4

[ Cypcle

4] 44| « | 2| v | 2] ] ﬂ

Table Name/Description - Participants, Witnesses, Victims (div tables)

Type: Select from the drop down menu whether the participant, witness and/or victim is a Student,
Teacher/Staff or Other

Name: Enter the full name of the participant, witness and/or victim by selecting the appropriate tab



‘Student’ Menu

Students|Add/Edit Student Information | Demographics

Data Steward: Data Policy Management and Research

% Record will be Added ()

) [ Change Others at Same Phone [ Apply Changes to Guardians
Student [nformation

Humber: 0 Previous #: 0 Picture File: |
Last Name: | Grade: 0 ~| Home Rm: | Cnk: O

Eirst Marmne: | Age Equiv: 0= Teacher:
Middle: | Suffi; | | =] Orig Entry: At Group:
Mickname: | Race: [*Select Race | Gender: -

SEN3: 000-00-0000 DOE: o |

b ailing Address SES: | Tcode: »| Miles: | 0.00 3:
Addresz: | _ .

| Bus 1 ~| Stop |

City: | W e | 2 E=| S|

State: kv ZpCode[ Counselor: | =]

Sched Type: | ~]
AC/Phone: | | [ Urlisted S oale: | ]
Physical &ddress =
Address § | Megt Schoal: | ~| GeoCode:
Prew Schoal: | ﬂ

City: [ Unlisted S5I0: |

|
Slate: K Zip Code Alternate: |

Table Name/Description - Students (stu tables)

Student Number (SID): This is your student number and should contain either the student’s social
security number or a 10 digit assigned number beginning with the district and location number
followed by a sequential number. Students, who are assigned a ten-digit identification number,
are to keep the identification number originally assigned to them; the identification number
does not change each time the student changes schools or districts.

Last Name: The last name given to a student at birth or legal court documents, as indicated on their
birth certificate, social security card, passport or through a legal name change; such as, adoption or
marriage certificate. NO PUNCTUATION; 15T CHARACTER MUST BE AN ALPHA CHARACTER

First Name: The first name given to a student as indicated on their birth certificate, social security
card, passport or through a legal name change; such as, adoption or marriage certificate. The first
name should contain the proper first name of the student, please don’t use nickname here. NO
PUNCTUATION; 15T CHARACTER MUST BE AN ALPHA CHARACTER

Middle Name: The middle name given to a student as indicated on their birth certificate, social
security card, passport or through a legal name change; such as, adoption or marriage certificate. If a
student does not have a middle name it should be left blank. If only the middle initial is given, do not
put punctuation at the end of the letter. If a female student is married, it is acceptable to put the
maiden name in the middle name field. If a student has more than one middle name, please place
both names in the middle name field. NO PUNCTUATION; 15T CHARACTER MUST BE AN ALPHA
CHARACTER



Suffix: An appendage, if any, used to denote a student's generation in his family. (e.g., Jr, Sr, III).
The suffix should not contain any punctuation.

Social Security #: This field should contain the official number given by the Social Security
Administration. If a student or parent refuses to give the information it should be left 000-00-0000.
The STI program will format the SSN with dashes for you. The field should only contain the SSN as
assigned. DO NOT place the student number in the SSN field. The field should only contain the SSN
as assigned. Required for KEES report of students in grades 8-12

Mailing Address 1: Mailing address of student; use standard USPS abbreviations: PO Box
NO PUNCTUATION; TOGGLE CASE
View the guidelines for address standardization at
http:/ /www.abspresort.com/client/addstan.htm

City: City of mailing address of student’s residence

State: State of mailing address of student's residence. Use the official USPS abbreviation (i.e.,
KY=Kentucky, TN=Tennessee)

Zip Code: Zip Code of mailing address of student's residence - 5-digit code required; 4-digit extended
zip code optional

Address Unlisted: Required to be checked if parent notifies school that address is unlisted

AC/Phone: 3-digit area code in first field, phone number in second field: FORMAT ###-####. If a
student does not have a phone number, enter 000-0000

Phone Unlisted: Required to check if parent notifies school that phone is unlisted

Physical Address 1: Physical residence address for student; use standard USPS abbreviations:
Court - Ct; Road - Rd; Avenue - Ave; Street - St; Boulevard - Blvd; Parkway - Pkwy;
Highway - Hwy; Route - Rt; Lane - Ln; Circle - Cir; Place - Pl; Drive — Dr
Use shortcut key F12 to copy mailing address to this line
NO PUNCTUATION; TOGGLE CASE
View the guidelines for address standardization at
http:/ /www.abspresort.com/client/addstan.htm

City: City of physical address of student’s residence

State: State of physical address of student's residence. Use the official USPS abbreviation (i.e.,
KY=Kentucky, TN=Tennessee)

Zip Code: Zip Code of physical address of student's residence - 5-digit code required; 4-digit
extended zip code optional

Grade: Use drop down menu to select grade level of student, 95-infants, 96-1 year olds, 97 — 2 year
olds, 98 — 3 year olds; 99 - 4 year olds; O — Kindergarten, 1, 2, 3,4, 5,6, 7, 8,9, 10, 11, 12 and 14 -
self-contained special education

Age equivalent: System defaults to grade level selected for student, change default only when
Grade 14 (self-contained special ed) is used to designate student's grade level. In this case, the age
equivalent grade is the grade level the student would be in according to their age.

Original Entry: Month, day, year (##/##/##) of an individual's initial entry into a Kentucky public

school - If a student enrolls in Kentucky as an entry level student, withdraws to non-Kentucky school
and returns several years later, the original entry date would NOT change. (Initial Entry Only)
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Race: Use drop down menu to select General Racial Category, which most accurately reflects the
individual's identity, 1-White; 2-Black; 3-Hispanic; 4-Asian/Pacific Islander; 5- American
Indian/Alaskan Native; 6-Other

DOB (Date of Birth): Enter month, day, year (##/##/##) on which the student was born
Gender: Select student’s gender from drop down menu - Male or Female

SES: Select from the drop down menu the student’s lunch code status:

4198-Paid Lunch

4103 Free Lunch-Eligible

4104 Reduced Lunch-Eligible
This drop down menu is defaulted to no access for all users; administrator must give
appropriate personnel access to the Homeless information.

T-Code: Select from drop down menu the appropriate Transportation Code for student, as defined
below:

NT - Not Transported

T1-Twice Daily>Mile

T2-Twice Daily<Mile

T3-Once Daily>Mile

T4-Once Daily<Mile

T5-Special Transport
After running your 1st PA2, transportation code must be changed under “Options” button.

Schedule Type: Required for every student to define the student's attendance day pattern

Next School: Select from the drop down menu the next school the student will be attending. This
will be required only for the students in exiting grade levels, excluding graduating seniors.

SSID: State Student Identification Number assigned to all district served students through
STIEnrollment.

11



Students|Add/Edit Student Information | Demographics | More

acheelZone: | - ™ irfemei Acesd [ Foreign Exchange
[ Erogram 504 [ Yocational [ Leamn and Serve
Besident District: | B [ PTP/Gited | [~ Optout Piivate Info
Irmpact Aid: | |  EMal
Bitth Certficate #: |  Tiel |
Veiifier | [ Homeless | =]
Pin Murmbers:

Mother's Maider: |

STICaller: | TRE2 % |

Citizer: |US Citizen R 5IHome: [7552
M ationality: |Uriited States Rd

Birth Couritry: [Urited States =]

Birtthplace: | PatCID: |

Home Language:  [English

4]

Locker: | Camb: | J

| ﬂ Parking: | Responsible for Lack
[~ Mor-Englizh Background  Lang Prof: - J Lives "ith:  |Parents, Matural?ado |
[ Immigrant [ Migrant | Hefugee Address Tar |

Program 504: Select checkbox if student with disability meets the conditions under section 504 of
the Rehabilitation Act. This does not include children with disabilities who have an IEP.
Data Steward — Federal Programs

Birth Certificate #: A number identified by a written statement or form issued by the Office of Vital
Statistics verifying the name and birth date of the child as reported by the physician attending at
birth. The number used from the birth certificate is a combination of the File Number, birth year-
####, and the 5 digits that follow the birth year (e.g. 116 2002 34054) (Initial Entry Only)

Data Steward — Data Policy Management and Research

Citizen: Use the drop down menu to select the status of the student’s citizenship and/or residency
in the United States; system default is U.S. Citizen
Data Steward — Data Policy Management and Research

Nationality: Select nationality of student from drop down menu; system default is United States
Data Steward — School Finance

Birthplace: Name of county, e.g. SHELBY in which the student was born (Initial Entry Only)
Data Steward — Data Policy Management and Research

Home Language: Choose from an alphabetical list of world languages. If the language is not on
this list, choose other. Home language is defined as the language most frequently spoken at home.
This information is obtained through question 1 on the Home Language Survey available on
TransACT. In the case of a foreign born student living in an English speaking home of his/her
adopted family, choose the student’s native language. If a student’s Home Language is Native
American, select Native American from the home language drop down menu. The next data element,
Native American Home Language will become active. Then select the specific Native American Home
Language from this drop down menu.

Data Steward — Curriculum Development
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Native American Home Language: This drop down menu will only become available if under the
Home Language drop down Native American is chosen. Choose from an alphabetical list of Native
American languages. If the language is not on this list, choose ‘Other’. If a student speaks a world
language this drop down menu will not be available.

Data Steward — Curriculum Development

Migrant: Migrant student is defined as an individual who is, or whose parent or spouse is, a
migratory agricultural worker, including a migratory dairy worker, or a migratory fisher, and who, in
the preceding 36 months, in order to obtain, or accompany such parent or spouse, in order to obtain,
temporary or seasonal employment in agricultural or fishing work —
(A) has moved from one school district to another;
(B) in a State that is comprised of a single school district, has moved from one administrative area
to another within such district; or
(C) resides in a school district of more than 15,000 square miles, and migrates a distance of 20
miles or more to a temporary residence to engage in a fishing activity.
A migrant student may or may not be an immigrant, and may or may not be a refugee.
KEY FEATURES: nature of parent’s work and mobility across school districts
Data Steward — Curriculum Development

Refugee: Refugee is defined as a person outside of his or her country of nationality who is unable or
unwilling to return because of persecution or a well-founded fear of persecution on account of race,
religion, nationality, or membership in a particular social group, or political opinion. Refugee families
may also have fled from war or natural disaster.
A refugee student may or may not be an immigrant or may or may not be a migrant.
KEY FEATURE: reason for immigration to the United States

Data Steward — Curriculum Development

Language Profiency:

o IFEP (Initially Fully English Proficient) -- A student who is screened for English language
proficiency because he/she comes from a non-English language background, and upon initial
assessment of English language proficiency scores FEP. This initial/screening assessment of
English language proficiency should occur when the student first enters a school district in the
U.S. Because of the student’s fully English proficient status, the student does not qualify as
LEP.

o LEP (Limited English Proficient) - Check if student is LEP. When used with respect to an
individual, means an individual:

(A) who is aged 3 through 21;
(B) who is enrolled or preparing to enroll in an elementary or secondary school;
(C) (i) who was not born in the United States or whose native language is a language other than
English;
(ii) (%) who is a Native American or Alaska Native, or a native resident of the outlying areas; and (II)
who comes from an environment where a language other than English has had a significant
impact on the individual’s level of English Language Proficiency; or
(iii) who is migratory , whose native language is a language other than English, and who comes
from an environment where a language other than English is dominant; and
(D) whose difficulties in listening, speaking, reading, or writing the English language may be
sufficient to deny the individual:
o the ability to meet the State’s proficient level of achievement on State assessments described
in section 1111(b)(3);
e the ability to successfully achieve in classrooms where the language of instruction is English;
or
e the opportunity to participate fully in society.
A LEP student may or may not be immigrant, migrant, and/or refugee.
A LEP student is always considered Non-English language Background.

o RFEP (Re-designated Fully English Proficient) -- A student, after having been designated
LEP based on the initial assessment of English language proficiency, subsequently scores
FEP on the ACCESS assessment of English language proficiency.

If Language Proficiency option is selected, please click on the ellipse button to fill out required
information. Refer to page 12 of this document.

Data Steward — Curriculum Development
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Immigrant: Immigrant student is defined as an individual who:
(A) is aged 3 through 21;
(B) was not born in any State (of the United States of America); and
(C) has not been attending one or more schools in any one or more States for more than 3 full
academic years.
An Immigrant student may or may not be an LEP student. An immigrant may or may not be a
migrant and may or may not be a refugee.
Although the definition of immigrant specifies an ages 3-21, districts are not required in STI to
identify and report preschool LEP immigrant students.
Data Steward — Curriculum Development

Non-English Background: A student has a Non-English language background if a language
OTHER THAN ENGLISH is the answer to any of the following four questions in the home language
survey:

1. What is the language most frequently spoken at home?

2. Which language did your child learn when he/she first began to talk?

3. What language does your child most frequently speak at home?

4. What language do you most frequently speak to your child?
A student with a Non-English language background may or may not be LEP, but an LEP student is
always considered to have a Non-English Language Background.

Data Steward — Curriculum Development

PTP/Gifted: Required to be checked if student is selected as Primary Talent Pool/Gifted and
Talented student. If PTP/Gifted checkbox is selected, please click on the ellipse button to fill
out required gifted information. Refer to page 18 of this document.

Data Steward — Curriculum Development

Title I: Required to be checked if student is eligible or receives Title I services. NOTE: If this is a
school wide program it may be set as a default in Utilities | System Utilities | System File
Information | System Information Tab; if you do this it is not necessary to select every student in the
school on the demo screen. If Title I checkbox is selected, please click on the ellipse button to
fill out required information.
Data Steward — Federal Programs
Title I Ellipse Screen

s Title 1

Instructional Services

™ Social Studies
[ Beading/Language [ Wocational/Caresr

[ Science

Other: |

Support Services

[ Supporting

Other: |

Instructional Services: Check all that apply
Mathematics
Reading/Language
Science
Social Studies
Vocational/Career
Other, specify
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Support Services: Check all that apply
Supporting
Other, specify

Foreign Exchange: Required to be checked if student is part of the Foreign Exchange Program
Data Steward — Data Policy Management and Research

Opt out Private Info: Required to be checked if student’s information is not to be released to
military organizations or other non-educational agencies per parent or student’s request
Data Steward — Data Policy Management and Research

Homeless: Required to be checked if student is reported to be a homeless child/youth. The term
“homeless children and youths’ means individuals who lack a fixed, regular, and adequate nighttime
residence. Which includes children and youths who are sharing the housing of other persons due to
loss of housing, economic hardship, or a similar reason; are living in motels, hotels, trailer parks, or
camping grounds due to the lack of alternative adequate accommodations; are living in emergency or
transitional shelters, are abandoned in hospitals or are awaiting foster care placement; children and
youths who have a primary night-time residence that is a public or private place not designed for or
ordinarily used as a regular sleeping accommodation for human beings(within the meaning of section
103 (a)(2)(C); children and youths who are living in cars, parks, public spaces, abandoned buildings,
substandard housing, bus or train stations, or similar settings; and migratory children (as such term
is defined in section 1309 of the Elementary and Secondary Education Act of 1965) who qualify as
homeless for the purposes of this subtitle because the children are living in circumstances described
in clauses (i) through (iii). The term “unaccompanied youth’ includes a youth not in the physical
custody of a parent or guardian.
This drop down menu is defaulted to no access for all users; administrator must give
appropriate personnel access to the Homeless information.

Data Steward — Federal Programs

Status: Upon selection of Homeless indicator this menu will be activated, enter Student’s Temporary
Living Status:

Emergency Runaway Shelter

Motels/Hotels

Public/Private Nighttime Shelter

Special Care Facilities

Spouse Abuse Center

Uninhabitable Places (Buses, Cars, Old Buildings)

Friends or Relatives

Temporarily Placed by CFC due to Neglect or Abuse

Unaccompanied youth — not in the custody of a parent or guardian

Other — campgrounds, under bridges
This drop down menu is defaulted to no access for all users; administrator must give
appropriate personnel access to the Homeless information.

Data Steward — Federal Programs

Part C ID: This is the Student Identification number assigned to infants and toddlers who have been
identified and receiving services under the state's Part C, Program known as First Steps. Part C refers
to the part of the Individuals with Disabilities Education Act that provides for services to Infants and
Toddlers with disabilities ages birth through two (until their third birthday). Schools and districts
must track and report if these children have been referred for services under Part B and if so when
Part B eligibility status is determined, and if eligible when services began. The Part C ID number is
currently provided to either the District's Preschool Coordinator or Director of Special Education four
times during the school year. This information is made possible through a Memorandum of
Understanding between the Kentucky Department of Education and the Cabinet for Health and Family
Services, which administers the Part C program in Kentucky.
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Lives With: Use drop down menu to select the relationship of the person with whom the student
resides. System defaults to Parents, Nat/Adopt.
Data Steward — School Finance

Students|Add/Edit Student

Information | Demographics | More | LEP ellipse button
Data Steward: Curriculum Development

=% Record will be Added (Buchanan, Mitzi M.)

LEP

First US School Entry: [ B3] ldentifiedLEP: [ 2] I Paticipates in CATS

First English Speaking Schoal [ =] ErrolledLER: [ =] [ Limited Mo Formal Schooling
Expected Exit from LEF: [ 2] DranstionlEP: [ =] [ Interupted Schooling

Actual E it lﬁ RFEP Entered: lﬁ [ Currently Repeating Grade Level

[ Parent_Motified
Other [dentification kethodz

Afe] [d]e] ]

4|

Language Proficiency Tests | [ Home Language Survey [ Student Records
|ngtructional Accommodations | | Parent Information | Befenal
LEP Instructional Suppart Exit Critena
Type | Dezscription T | Date [t | Y [ Eng Lang Prof &szessment
Ingert =

[ Teacher Becommendations

Q [ District Azzessments
[ &cademic Progress Feports

[ GPa
K vl B i =
1] 4] «| 2] » [ 0p] m] v [ CATS Data

ok, | Cancel

First US School Entry: Enter month, day, year (##/##/##) the student first entered a K-12
program in a school in the United States

Identified LEP: Enter the month, day and year (##/##/##) the student who is in

K-12 was officially identified as LEP based on W-APT or ACCESS, state-approved English
Language Proficiency Assessment and other sources of student information in conjunction with
professional judgment.

Enrolled LEP: Enter the month, day, year (##/##/##) the student was officially provided English
language instructional services according to the student’s individual program services plan.

Expected Exit from LEP: Enter the month, day and year (##/##/##) that an LEP student is
expected to exit from LEP status. The state's Title III accountability system expects students who have
had formal schooling in their native country to reach English language proficiency after five years of
instruction in a US school. Students with limited or no formal schooling in their country of origin
are expected to reach English language proficiency after seven years of instruction in a US school.

Actual Exit: Enter the month, day and year (##/##/##) if the student officially exits from LEP
status during the school year or will exit prior to 8/1/07. If a student receives services for 2006-07
and qualifies to exit at the end of the 2006-07, formally exit the student at the beginning of the
next school year.
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RFEP classification: Enter the month, day and year (##/##/##) that an LEP student scores FEP on
the ACCESS and therefore is re-designated as FEP.

Limited or No Formal Schooling: A student with limited or no formal schooling comes from a
country in which he or she has limited or no access to formal education. Any of the following criteria
qualifies as limited or no formal schooling:

e Enrollment in a school with school calendar that is less than 6 months a year

e Enrollment in a school that meets for less than 4 hours a day/5dyas a week

e No access to or attendance in school for 2 or more continuous school years

Interrupted Schooling: A student with interrupted schooling has missed school for a significant
portion (a continuous month or more) of this school year, whether dis-enrolled and subsequently re-
enrolled, or considered absent.

Currently Repeating Grade Level: Currently repeating same grade level as previous year
(Retention)

Parent Notified: The parent/guardian of the student has been informed of the student’s LEP
status as required annually by Title III of NCLB

Exit Criteria: For students, who exited during this school year; choose any of the following exit
criteria that apply:

English Language Proficiency Assessment

Teacher Recommendations

District Assessments

Academic Progress Reports

GPA

CATS Data

LEP Instructional Support: For student’s, who have been formally identified as LEP, choose ONLY
ONE event code from the drop down menu. The (10) types for each student are as follows:
Type 1 — No LEP Services because parent/guardian waived service or withdrew student
from services.
Type 2 — No LEP Services (although the student qualifies and the parents did not deny
or withdraw from services)
Type 3 — No LEP Services/Some instructional support
Type 4 — Some LEP Services/All English
Type 5 — Some LEP Services/Some native language
Type 6 --Some LEP services/Significant native language
Type 7 -- Extensive LEP services/All English
Type 8 -- Extensive LEP services/Some native language
Type 9 — Extensive LEP services/Significant native language
Type 10 —monitoring — two-year requirement for Annual Yearly Performance (AYP).

Under TYPE, please keep Entry as the default selection. There is no need to use withdrawal or
reentry selections to signify a change in level of services.

17



Instructional Accommodations (required for 2006-07)

== Instructional Accomodations

I Head Test to Student in English [ Use Foreign Language Dichionaries

| Paraphrase In English | Link Instruction ta Prior Leaming
[ Paraphrase In Student's Primary Language I Provide Content/Language Objz
[ Oral Translation to Student’s Primary Language [ Build Background

| Scribe Reponses I Model Language and T azk Comnpletion

| Adapt Pace of Instuction | Engage In Academic Conversations

[ Provide Yizuals/Graphic Organizers [ Scaffold Responses

[ Provide &dapted Materials T echnology [ Provide Opportunities Far lnteraction

[ Use Computer/T ext Reader Software | Teach and Model Meta-Cognitive Strategies

[ Usze Grammar/Spell Check

| [].4 | Cancel |

REQUIRED fields for 2006-07 -- Check all that apply for all LEP students at point of
enrollment in the LEP program:

Read Text to Student in English

Paraphrase In English

Oral Translation to Student’s Primary Language

Scribe Responses

Adapt Pace of Instruction

Provide Visuals/Graphic Organizers

Provide Adapted Materials/Technology

Use Computer/Text Reader Software

Use Grammar/Spell Check

Use Foreign Language Dictionaries

Link Instruction to Prior Learning

Provide Content/Language Objs

Build Background

Model Language and Task Completion

Engage in Academic Conversations

Scaffold Responses

Provide Opportunities for Interaction

Teach and Model Mega-Cognitive Strategies
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Language Proficiency Test Button

Date: | B/03/08 Eﬂ :
Grade: | E El:
Schoal: | =]

Maotes:

F=TET T

E | ak | Cancel |I|_

Test: The drop down menu defaults to ACCESS (W-APT is the identification test of ACCESS). This is
the only state approved test used for 2006-07. The other drop down options are for review of past
years’ assessments.

Date: Enter month, day and year (##/##/##) the specified test was taken

Scores

= ACCESS (Adams, Jeffery)

Section LEVEL STD SCORE
Liztening .
Speaking ﬂ
Reading Cuel
riting pElis
[ Section
[ Scores

Purpoze; -

e 2] v m] o« | ) ﬂ

Level and STD Score: Enter Level and STD Score for each Section (Listening, Speaking, Reading
and Writing)

Purpose: Choose from drop down menu, Initial identification/placement of student (Initial) OR
Annual Progress Assessment (Progress)
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Students|Add/Edit Student Information | More |
PTP/Gifted Ellipse Screen

Data Steward — Curriculum Development

s= Record will be Added

Gifted

[ET{ET NVl (D [ atiive: or Diivergent T hinking Year ldentified: | 2007 E|; [ Declined Services
Evidence Service Delivery Options [ Underachieving

Y arious Acceleration Options Differentiated Study Experences in Clazsroom

[ Early Exit Primary [ Differentiated |ndividual 5 tudy [

[ Grade Skipping [ Cluster Groups [

[ Subject Area Higher Gr Level  Distance Learning

| Dual Enroll Courses [ EVHS Courses

[ Cual Credit Courses [ Video Courzes

[ Early Exit High 5choal [ Other Online Courses

[ &dv Flace and Honors [ Enrichment Services During the 5chool Dray

[ Collab Tchg/Conzult Services [ Independent Study
[ Special Counseling Services [ Mentorzhip

Rezource Services [ Seminars

[ Pullout Setting [ Trawvel Study Oplions

[ &ppropriate [nst Set [ Special Schoals, 412

[ Consortium [ Self Contained Clazsroom, 4-12

ok I LCancel

Gifted Category: Select from the drop down menu the gifted category from the drop down menu
that you are reporting:

e  Creative or Divergent Thinking Ability
General Intellectual Ability
Primary Talent Pool
Psychosocial or Leadership Skills
Specific Academic Aptitude-Language Arts
Specific Academic Aptitude-Math
Specific Academic Aptitude-Science
Specific Academic Aptitude-Social Studies
Visual or Performing Arts-Art
Visual or Performing Arts-Dance
Visual or Performing Arts-Drama
Visual or Performing Arts-Music

Year Identified: Enter Year in which student is Identified as Gifted (the default is 2007)

Declined Services: Student identified as gifted and talented; however, student or parent decline
services
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Underachieving:

Primary Talent Pool Underachieving - Students who have a significant gap between potential
ability and demonstrated achievement to a degree that there is an overall diminished ability to
achieve at the expected level of ability are said to be underachieving. Primary Talent Pool
students or high potential learners working below their current Primary level are considered

underachievers.
Grades 4-12 Underachieving - Students who have a significant gap between potential ability

and demonstrated achievement to a degree that there is an overall diminished ability to achieve
at the expected level of ability are said to be underachieving. Students in grades 4-12 working
at or below their grade level in any or all areas of identification are considered underachievers.

Service Delivery Options: Please select all that apply to the selected gifted category

21

Various Acceleration Options - various forms of advancing through material or grade levels
prior to the prescribed time based on early mastery, such as pre-testing in content and being excused
to go onto higher level activities, curriculum compacting or linear acceleration, simultaneous or dual
enrollment in course at different grade levels including postsecondary, early exit from school and
grade skipping
o Early exit from Primary
o Grade skipping
o Subject Area Higher Grade Level - Content/curriculum in one (1) or more subject areas
from a higher grade level: -- Applies only to students who physically move to a higher
grade level class for instruction in a content area
o Dual Enrollment Courses -- Courses for which the student is eligible for both high
school and college credit. Does not include AP or IB
o Dual Credit Courses - Courses for which the student is eligible for both high school and
college credit and receives credit at both
o Early exit from high school
Advanced Placement and Honors Courses - courses emphasizing college-level content based
on college board curricula and tests (advanced placement), or the provision of more challenging
material through higher levels of content, process and product (honor courses)
Collaborative Teaching and Consultation Services - ‘Collaborative Teaching’ means a gifted
education teacher provides differentiated direct instruction in a regular classroom to a cluster group of
identified gifted students in conjunction with the regular classroom teacher; ‘Consultation Services’
means the provision of instructional information and materials by the gifted teacher to the regular
classroom teacher so that he may provide appropriate and adequate services to the gifted student
while in the regular classroom setting.
Special Counseling Services - effectively-based counseling assistance planned in coordination
with the gifted teacher and provided by a counselor familiar with the characteristics and socio-
emotional needs of gifted and talented students
Differentiated study experiences in the classroom - educational experiences which extend,
replace, or supplement learning beyond the standard curriculum
o Differentiated individual study
o Cluster groups
Distance learning - learning opportunities offered through the use of computer technology and
satellite transmission or optical fiber transmission
o KVHS courses
o Video courses
o Other online course
Enrichment services during the school day (not extracurricular) means differentiated,
academically based activities that supplement classroom instruction and are often after school and
competitive in nature, such as academic teams.
Independent study - self-directed course or study of a selected topic under the supervision of a
teacher or the auspices of a university
Mentorship - specialized studies, such as an internship, with an adult mentor in the community
and under the direction of an educator knowledgeable in gifted education



Resources services - a service delivery option that (a) entails a part-time grouping of students with
gifted characteristics based on the interests, needs and abilities of the students; (b) Is designed for
accelerated content, special interest groups, process skills development or various combinations of all;
and (c) is provided in a pull-out classroom or other appropriate instructional setting

a. Pull-out setting

b. Appropriate instructional setting

c. Consortium

Seminars - discussion-based sessions on specific topics focusing on advanced content and higher
level process skills
Travel study options U.S. or overseas credit earned - Does not include field trips or
competitions
Special schools, 4-12 - specialized school designed to (a) serve gifted students in grades (4)
through twelve (12) in specific academic areas (such as magnet school in science and mathematics); or
(b) develop specific areas of giftedness such as visual and performing arts
Self-contained classrooms, 4-12

Instrumental/Vocal: If Visual/Performing Arts-Music gifted category chosen, instrumental and/or
vocal must be selected

Evidence: The evidence options will be dependent upon the gifted category selected, please choose
all that apply.

Creative or Divergent Thinker Evidence

Evidence for Creative or Divergent Thinker

[ Formal assessment measures of a student's capacity for originality of thought, Auency, elabaration, and fexibility

=]

[ Informal assessment measures of a student's capacity for ariginality of thought, fluency. elaboration and flexibility

[ Creative work samples

[ Behavioral checklists specific to creative behavior

[ Anecdotal observations of original ideas. praducts or problem solving

[ Checklist imventaries of behaviars specifc to underachieving or disadvantaged gitted learners

™ Collection of evidence from portfolios demonstrating student peformance

[ Continuous progress data

[ Mominations-Self ar petition
[ Hominations-Feear
[ Prirnary review commmittes recanmmendation

[ Student awards or critiques

[ Referals/Recommendation-Parent

[ Referals/Fecommendation-Teacher

Other |

General Intellectual Ability Evidence

Evidence for General Intellectual Ability

[™ Score within the rinth stanine on a full-scale comprehensive test of intellectual ability

=]

I™ High performance on additional individual or group intellectual assessment
[™ Observation [documented) of applied advanced reasoning ability
[™ Checklist inventories of behaviors specific to underachieving or disadvantaged gifted leamers

I™ Anecdotal records reflecting characternistics specific to General Intellectual Ability

[™ Behavioral checklist inventories specific to General Intellectual Ability

I™ Collection of evidence from partfolios I~ Primary review committee recommendation
[™ Continuous progress data ™ Student awards or critiques

[ Informal assessment I Refenals/Fecommendation-Parsrt

[~ Mominations-Self or petition [~ Befenals/Recommendation-Teacher

™ Nominationz-Peer

Other: |
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Primary Talent Pool Evidence

Ewidehce faor Primary Talent Poal

™ Collection of evidence demonstrating student performance [T “Available' formal test data

™ Checklist inventories of behaviors specific to gifted categories [ Parent interview or questionnaire

™ Diagnostic data [screening measures) I Primary review committee recommendation
™ Continuous progress data [ Petition spstem

[ Anecdotal records

I Qther valid and reliable documentation |

Psychosocial and Leadership Skills Evidence
Evidence for Peychogocial or Leadership Skills

[ Documentation of student wilingness to assume leadership roles in class

[ Documentation of student wilingness to assume leadership roles in the community
[ Documentation of student wilingness to assume leadership rales in student organization
[ Sociograms [Juestionnaires designed to assess leadership characteristios)
[ Nominations-Peer
[~ Behavioral observations specific to leadership behavior
I Caollection of evidence fram portfalios displaying leadership qualities
[ Checklist inventares of behaviors specific to psychosocial or leader
[ Checklist inventaries of behaviors specific to underachieving or dizadvantaged gifted learners
[ Contiruous progress data [ Nominations-Self or petition
[~ Formal testing [ Primary review committes
| ﬂ [ Student awards or critiques
[~ Beferrals/Recommendation-Parent

[ Informal assessments
[ Referralz/Recommendations-Teacher

DOther: |

Specific Academic Aptitude Evidence
Evidence for Specific Academic Aptitude

[ Composite score within the ninth staning an one (1) or more subject test scares of an achievement test

| [~

[ High performance on an additional individual or group test of academic achisvernent

[ Student awards or critiques of performance products.

[ Dff-level testing

[ Partfalio of high academic performance

[7 Student progress data

[7 Checklist inventorizs of behaviors specific to underachieving or disadvantaged qifted learners

[ Farmal testing data [ Mominations-5 elf ar petition

[ Anecdotal records reflect bebavioral char specific bo categary [ MominationsPeer

[ Checklist inventories of behaviors specific to each categary ™ Primary reviess committee

[ Callection of evidence from partfolios [ Beferalz/Fecommendations-Farent
[ Cortiruous progress data [ Beferals/F ecommendations-Teachsar

[ Informal azzeszments

Other: |

Visual and Performing Arts Evidence

E vidence for Wisual and Performing Arts

[ Auditions [ Awards or critiques of perfformance

[ Letters of recommendations [~ Portfolio of wisual or performing arts ability
[~ Peer recommendations [ Questionnaires

[~ Products [paper, audio, video, pictures) [~ Referralz/Recommendations-Parent

[ Portfolio aszessment by specialists or professional artists [ Refenrals/Recommendations-Teacher

[ Checklist inventories of behaviors specific to each category

Other:
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Students|Add/Edit Student Information | User Record |

Dropout User Record
Required for student’s who have
Withdrawal Codes W24 and W25 for Grades 7-12
Data Steward: School Finance
W24 requires data entry of Withdrawal Date and No Substantiated Enrollment selected, no
other data elements should be entered.
W23 does not require a second dropout questionnaire.

== Update Records...

Withdrawal D ate fm_il [ Mo Substant Enrall
Questionnaire Date: [ =]

Reason: | -]
Guardian Education: | ﬂ

Average Abzences over past 3 Years: |0 =

Previous Suspensions: | 03]

Previous Expulsions: n 33

Guardian M arne: |

Counselar: |

[ Alemate Setting [ Alternate Available [ Prior Counseling
[ EduDigablity [ Extracuricular [ Eligible Free Lunch
[ Eam GED [ Received Remediation Services in past 3 pears

Apply LCancel

Withdrawal Date: Enter the month, day, year (##/##/##) the student withdraws from school —
must match the withdrawal date from District Enrollment

No Substantiated Enrollment: Required to select if a student in grades 7 or above has been
withdrawn and their current status cannot be established. This will allow you to exit the user record
without additional entry of other fields.

Questionnaire Date: Enter the month, day, year (##/##/##) the student completed the dropout
questionnaire

Reason: Select from the drop down menu the reason the student is dropping out of school

Average Absences over past 3 years: Estimate the average number of absences over the past 3
years

Previous Suspensions: Enter the number of suspensions for the student
Previous Expulsions: Enter the number of expulsions for the student
Guardian Name: Enter the name of the guardian

Counselor: Enter the counselor who met, counseled with the student before dropping out
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Dropout User Record Checkboxes: Check all that apply to student:
e Alternate Setting

Education Disability

Earn GED

Alternate Available

Extracurricular

Received Remediation Services in past 3 years

Prior Counseling

Eligible Free Lunch

Students | Add/Edit Student Information|User Record | ESS User
Record
Data Steward — Extended School Services
There should be only one user record for Regular ESS services and/or one user record for Summer ESS
services, if applicable.

=% Update Records...

ESS Learning Goalz Tatal Hourz Served -ili
I He:a.dlng [ Science 5 Soprr= S R
[ wihiting [ Arts And Humanities
I Mathematics [ “ocational Studies [ ESS Transported
[ Social Studies [ Practical Living
Service Models Used Aszezzment Measures Used ESS Provider
[~ Before School [ Standardized Formal [~ ESS Teacher
[ After School [ Teacher Made Infarma [ Instructional Assist
[ Analysis OF Stuwork [ Peer Tutar
| sy Y [ Regular Teacher
[ Intersession [ Student Grades
[ Davtime % aiver Fesultz Of Service | |
(] .4 I Cancel |

ESS Learning Goals: Select all ESS learning goals to be reported on one user record for Regular
and one user record for Summer.

Total Hours Served: Enter the number of hours the student received instruction for all ESS
learning goals (rounded to the nearest half-hour)

Summer School: Use the drop down menu to select if the student was served during summer
school - Yes or No

ESS Transported: Check if student was provided transportation

Service Models Used: Select service models used for specific ESS learning goal-choose all that
apply:
Before School
After School
Saturday
Intersession
e Daytime Waiver
User must choose at least one services model, unless ‘Yes’ has been selected from the Summer School
menu
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Assessment Measures Used: Seclect the types of assessment used-choose all that apply:
e Standardized/Formal
e Teacher made/Informal
e Formal Analysis of Student Work
e Student Grades
User must choose at least one type of assessment

ESS Provider: Select the provider(s)-choose all that apply
e ESS Teacher
e Instructional Assistant
e Peer Tutor

e Student’s Regular Teacher
User must choose at least one ESS Provider

Results of ESS Services: Select the results of ESS services:
e Improved-Student made substantial progress due to ESS services
e Did not improve-Student failed to make any progress at all

e Sustained-Student made some improvement or did not fall further behind as a
result of ESS services
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Students|Add/Edit Student Information | User Record | FRYSC User

Record
Data Steward — Student, Family and Community Services

= FRYSC Data Form -

[ =] = [ kd
[ Academic Support ™ Emplayrent [ Mental Health [~ Peer Relations
[ Adult/Child Protect Bl B Ll Acsk, [ Mentaring [~ Prevention Achivity
[ Adult Ed [GED/Lit [ Health Services [ MonSchoolHour Prag | Recreation/Enrich.
[ Attendance - Legal."l:fiminallssue ™ Palentfchlldﬂctl\"lt}' B S[uden[Hecggnitign
[ Basic Needs [~ Life Skills [ Parent Contact [ Trangsitional Program
[~ Behavior Problems [ Drug4nd Alcohol [~ Paent Involvement | Tranzpartation
[ Bitth T 3 Famnilies [ Crigis Intervention [ Parenting Skills
[ Child Care

| Rl | kd
[ Home Yisit I Improved School Pefformance [ Quit Schoal
[ Direct Service-single visit [ Problems Were Fesolved [ Case Closed
B Foor i s b Fromen: I Placed in Special Ed. Class I Receiving Community Bazed Services
 Refenalto [ i Part [ Decline in School Performance | Family Beceiving Com. Based Service
FSIal LammUnty Farner [ Retained In Grade [~ Family Moved and left schoal district
[ Liaison/Collab. with Teacher - '
[ Improved School Attendance [ Receiving School Bazed Services

[ Liaizon/Callab. with Com. Partner
[ Imvolvemnent of rmare than 1 Corrmunity Partrer
[~ Enrollin class for special bopic
| Discussion with Parent/Guardian Apply | LCancel

Referral Number: The referral number will automatically populate consecutively

Referral Date: Enter the referral date for the FRYSC record

Referred By: Select from the drop down menu that the student was referred by
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Referral Reason(s): Check all that apply:
*  Academic Support
*  Adult/Child Protect
» Adult Ed (GED/Lit)
*  Attendance
» Basic Needs
»  Behavior Problems
»  Birth to 3 Families
*  Child Care
*  Employment
» Free Lunch Assistance
*» Health Services
* Legal/Criminal Issues
»  Life Skills
*  Drug and Alcohol

Crisis Intervention
Mental Health
Mentoring

Non-School Hour Program
Parent/Child Activity
Parent Contact

Parent Involvement
Parenting Skills

Peer Relations
Prevention Activity
Recreation/Enrichment
Student Recognition
Transitional Program
Transportation

Severity of Issues: Select from the drop down menu the appropriate level

e Mild to Minimal
e Moderate-Interfere w/school
e Severe-Threat to school performance

Anticipated Plan: Select from the drop down menu the anticipated plan

e No further service-close referral

Ongoing contact-as needed

Weekly contact-1 per week minimum

Ongoing collaboration-2-3 times week

Ongoing intensive weekly -4 or more times week

Referral Response(s): Check all that apply

e Home Visit
Direct Service/Single Visit
Referral to In-School Program
Referral to Community Partner
Liaison/Collaboration With Teachers
Liaison/Collaboration with Community Partner
Involvement of more than 1 Community Partner
Enroll in class for special topic
Discussion with Parent/Guardian

Outcomes: Check all that apply

e Improved school performance
Problems were resolved
Placed in Special Education Class
Decline in school performance
Retained in grade
Improved School Attendance
Quit school
Case closed
Receiving community based services
Family receiving community based services
Family moved and left school district
Receiving school based services
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Students|Add/Edit Student Information | User

Record | Performance Based User Record
Data Steward — School Finance
This user record must be filled out for any student taking a performance based course offsite
within the student’s regular attendance day.

== Update Records...

Start Date I 3: End Date I 3‘

Fraction Of Day Q.00

4

[T Demonstates Proficiency

Apply I Cancel

Course: Use the drop down menu to select the performance based course taken offsite

Start Date: Enter the month day and year (##/##/##) the student started the performance based
course

End Date: Enter the month day and year (##/##/##) the student ended the performance based
course

Fraction of Day: Enter the fraction of the day the student used to participate in the course
Demonstrates Proficiency: Check if student is deemed to demonstrate proficiency in the

performance based course. Indicator must be selected for the school/district to receive ADA
funds.
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Students|Add/Edit Student Information | Preschool User Record
To be completed on all grade 97, 98 and 99 students
receiving district services
Data Steward — Early Childhood Development Preschool

== Update Records...

Preschool Type Family Component
| DissbledState Fung | Head Start | Home Visi
[ Free Lunch State Fund A Hame Vit [ =
[ Head Start Erhanced Secandtome Ve | 3
- OverIncome Prsch [ Received Parert Educ
[ Other Specity | [ Need Adult Educ
Setting [choose one] [ Errolled In Adult Ed
[ Pub SchEC Center [ Head Start [ Meed Social Services
[ Pub Sch Elem Schoal [ Received Social Ser
[ Public School Other Specify: | [ %Yaolunteer In Class
[ Head Start Blended [ Other Child In Prsch
[ Contracted Priv Set Specify: |
Apply | Cancel

Preschool Type: Check all that apply
e Disabled State Fund
e Head Start
e Free Lunch State Fund
Head Start Enhanced
Over Income Preschool
Other, Specify

Setting: User should select one setting per user record
Public School, Early Childhood Center

Head Start

Public School, Elementary School

Public School, Other location

Head Start, Blended

Contracted, Private Setting

Family Component: Check all that apply
Home Visit
Received Parent Education
Need Adult Education but not enrolled
Enrolled in Adult Ed/Literacy
Need Social Services
Received Social Services
Volunteered in the Classroom
Other Child in Preschool
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Students|Add/Edit Student Information | User Record |
TEDS User Record

Data Steward — Career and Technical Education
Students in grades 07-12

== Update Records...

School ear CIP Code [Agriculture - AG Business [01.0101] |
Frogram Enroll Date ﬂ Education Lewvel | j

Draily Attend Hrs I—L| Special Populations | j
Student Objective | |

Termination Status | ]| Date [ 2]
OMET Code Eamed | -]

ONET Date [ 2 I xossa Testing [ Federal ID Reporting
Work Based Lean | x| I TechPrep
Credential Earmed | ]

Industry Certificate | |

ATC/CTC | |

Apply | Cancel

School Year: Defaults to 2006-2007

CIP Code: Use the drop down menu to select the appropriate career major/CIP code
Program Enroll Date: Enter the month, day and year (##/##/##) the student enrolled in the CTE program

Education Level: Use the drop down menu to choose the education level of the student: 7th grade,
8th grade, 9th grade, 10t grade, 11th grade, and 12t grade

Daily Attendance Hours: Use the drop down menu to select the number of hours per day the
student is enrolled in the program: .5 - 7.0

Special Populations: Use the drop down menu to select special populations category
Student Objective: Use the drop down menu to select Student Objective:

e Exploring - a student who is enrolled in the first or second credit within a sequence of
courses leading to a career major

e Preparatory - a student who is enrolled in the third credit of a sequence of courses leading
to a career major and plans to complete 4 or more credits within a career major
Termination Status: Use the drop down menu to select the appropriate Termination Status
Date: Enter the month, day and year (##/##/##) of termination
ONET Code Earned: Use the drop down menu to select the appropriate ONET Code earned

ONET Date: Enter the month, day and year (##/##/##) of ONET certification
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KOSSA Testing: Check the box to identify that the student will be testing KOSSA in 2007. This box
DOES NOT import into TEDS, but is used only to generate a KOSSA Registration Roster.

Federal ID Reporting: Check the box to designate the CTE program for which this student will be
included for federal reporting. This box can be marked only once for a student, regardless if the
student is enrolled in more than one program. As a suggestion: if one of the programs is non-
traditional for this student mark it.

Work Based Learning: Use the drop down menu to select the type of Work Based Learning
experience

Tech Prep: Check the box to indicate that the student is a Tech Prep student, a student with an
Individual Graduation Plan and is enrolled in a sequence of integrated academic/technical non-
duplicative secondary/postsecondary course sequence that leads to a postsecondary educational
outcome in a technical career. (Funding is available for Tech Prep Students in 9-12 grades.)

For accountability purposes, the student is counted as a Tech Prep student when this criteria has
been met and the student enrolls in the first technical class.

Credential Earned: Use the drop down menu to select the credential earned (user may only select
one per record)

Industry Certificate: Use the drop down menu to select appropriate Industry Certificate

ATC/CTC: Use the drop down menu to link students to the Area Technology Center or Career
Technology Center in which they are enrolled in the selected career major/program.
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Students | Add/Edit Student Information|User Record | Virtual

Course User Record
Data Steward — School Finance
This user record must be filled out for any student taking a virtual course offsite within the
student’s regular attendance day.

== Virtual Course

G| anguage Arts 1 [201]

Start Date E|: End Date E|$
Fraction 0fDay [ ooo

I Demonstrates Proficiency

Apply I Cancel

Course: Use the drop down menu to select the virtual course taken offsite

Start Date: Enter the month day and year (##/##/##) the student started the virtual course
End Date: Enter the month day and year (##/##/##) the student ended the virtual course
Fraction of Day: Enter the fraction of the day the student used to participate in the course

Demonstrates Proficiency: Check if student is deemed to demonstrate proficiency in the virtual
course. Indicator must be selected for the school/district to receive ADA funds.
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Students|Add/Edit Student Information | Guardian+

Data Steward — Data Policy Management and Research

Tope: |Guardian | Bty [@14]  Select [~ Malings

Last Mame: | Phionet: |

Eirst Marmne: | E stension: [ Unlisted

Middle Mame: | Education: | | {%E:qdjre

Mames: | Bielatior: |Parents, Maturaliddn »]| | Female
Mailing Address S alutation: |

Address$: B '

|
| SSN: oooooooon . DOE: [
|
|

Citys: Coaunty: | j
Stated: Zipk: | [ Urlisted
Employer: |
Phyzical Address
Address:
Address$: | EalalisE |
| Phane: |
City$: | Extenzion:
Stated: | Zipt: | ™ Unlisted | Dccupation: |

Moate: ‘

Cenvas | Agkhaeons | 0K | Cancel |

Table Name/Description — People Table (peo tables)

Last Name: The last name given to a guardian at birth or legal court documents, as indicated on
their birth certificate, social security card, passport or through a legal name change; such as, adoption
or marriage certificate.

First Name: The first name given to a guardian as indicated on their birth certificate, social security
card, passport or through a legal name change; such as, adoption or marriage certificate. The first
name should contain the proper first name of the guardian, please don’t use nickname here.

Middle Name: The middle name given to a guardian as indicated on their birth certificate, social
security card, passport or through a legal name change; such as, adoption or marriage certificate. If a
guardian does not have a middle name it should be left blank. If only the middle initial is given, do
not put punctuation at the end of the letter.

Mailing Address 1: Mailing address of guardian, standard USPS abbreviations: Court - Ct; Road -
Rd; Avenue - Ave; Street - St; Boulevard - Blvd; Parkway - Pkwy; Highway - Hwy; Route - Rt; Lane -
Ln; Circle - Cir; Place - Pl; Drive — Dr
Use F12, shortcut key, to copy mailing address of student to this field

NO PUNCTUATION; TOGGLE CASE

To view the guidelines for address standardization at

http:/ /www.abspresort.com/client/addstan.htm

An address must be entered for each guardian, if not in the same household

City: City of mailing address

State: State of mailing address; use the official USPS abbreviation (i.e., KY=Kentucky, TN=Tennessee)
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Zip Code: Zip Code of mailing address-5 digit code required; 4 digit extended zip code optional

Physical Address 1: Physical residence address for guardian; use standard USPS abbreviations:
Court - Ct; Road - Rd; Avenue - Ave; Street - St; Boulevard - Blvd; Parkway - Pkwy;
Highway - Hwy; Route - Rt; Lane - Ln; Circle - Cir; Place - Pl; Drive — Dr
Use shortcut key F12 to copy mailing address to this line
NO PUNCTUATION; TOGGLE CASE
View the guidelines for address standardization at
http:/ /www.abspresort.com/client/addstan.htm

City: City of physical address

State: State of physical address; use the official USPS abbreviation (i.e., KY=Kentucky,
TN=Tennessee)

Zip Code: Zip Code of physical address - 5-digit code required; 4-digit extended zip code optional

Phone: Enter the 3-digit area code and phone number - FORMAT ###-###-####. If a student does
not have a phone number, enter 000-000-0000

Relation: Select the appropriate relationship of guardian to the student; system default to Parents,
Nat/Adopt (Initial Entry Only)

Gender: Select the guardian’s gender - Male or Female
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Students|Add/Edit Student Information | Attendance

Data Steward — School Finance

E

D aily and Period Attendance

Date i C
09/29/06 Friday T
092806 Thursday + 0
0906406 Wednesday 62 T
09/05/06 Tuesday % EHOE Type: |;-i"«llu:|.5|3,I j

09/01/06 Friday 0O AFDE Code [Unssouseddbeence =]

u
. Drate:

08/31/06 Thuraday =+ U T

08/30/06 Vednesday 46 U U Unescuszed

03/21/06 Monday * TOT Pernod: |L|ne:-:|:used.-'i‘-.bsen|:e j
08/15/06 Friday & U T Unescused

08/11/06 Friday & E E

08/09/06 Wedneaday * 5 T Motes:

05/08/06 Tuesday ¥ 5300

08/07/06 Monday 12 5 1

05,/04,/06 Friday F Elf,

ok | Cancel |

4] 44] | 2] v |re] 1]

bbr, 0.0 P 00 [0.00%) Ewv:U: 0O Tdwl: 0O
CIf; 1] E: 0 E: 0O
Abzences by Percentage: 0.00 T. 0 T. 0

Table Name/Description - Student Attendance (atx tables)

Date of absence: Actual month, day, year (##/##/##) of absence, the system defaults to the current
date

Type: Use the drop down menu to select All Day or Other.
Code: Choose from the drop down menu excused & unexcused absences determined by local school
board; School Finance has suggested guidelines for designating absences in DPP manual reference

guidelines

Period: This field will be automatically populated, determined by Attendance Code chosen above.
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Students|Add/Edit Student Information |
Entry/Wd | Attendance Groups

Data Steward — School Finance
Enter data for specified groups of students

— Attendance Group Record

Date:
Unit;

. Entreinc Allithdraueale A ttandanea ’:'""“"_'ldams, JEffer-rI

s Record will be Added ({Adams, J...[X]

Event Code: [ <]

I 705,06 3:
I 1.000

ﬁ

Ingert

Change

W01 AR

Hiztamy

Pf R

PAR

Fartial [ ay

3/30/06

[.750

Inzert

Change

4

Delete

Table Name/Description - Attendance Groups (dgp tables)

Event Code: Select from the drop down menu the type of attendance group to be assigned to the
students; state mandated attendance groups are as follows:
HD Kindergarten Attendance Group: Students who participate half-day kindergarten

FD Kindergarten Attendance Group: Students who participate in full-day kindergarten.
Home/Hospital Attendance Group: Students who receive home/hospital instruction.

Non Contract Attendance Group: Students in which a district has a contract agreement to
provide services for a student residing in another district.
Partial Day Attendance Group: Students who receive services in multiple schools or multiple

districts.

Supplemental Education Attendance Group: Students who are eligible for free or reduced
lunch in a Title I-A school that fails to make adequate yearly progress for 3 or more years must
be given the opportunity to participate in supplemental educational services.

Date: Enter the date of the entry, withdrawal or re-entry into a given attendance group

Unit: Enter the unit of time the student should be placed in this attendance group
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Students|Add/Edit Student Information |
Check In/Out

Data Steward — School Finance

== Record will be Added {Adams, Jeffe... E|

Checkin/out
Drate: mwmnesda}l Ep;
* [t

Time: :
Time 302PM C in
Period: [
Beason: |College Yisit =]
Adm: | R4
Haotes:

7 | k. | Lancel

Date: Enter the date student is checking in or out; default to current date

Time: Enter the time student is checking in or out; default to current time
60 minutes or less will create a tardy
61 minutes or more will create an attendance event

Type: Select ‘Out’ or In’

Reason: Select reason student is checking in or out
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Students|Add/Edit Student Information | Discipline
Data Steward - Student, Family, Community Support

Mumber, 4 ;I'
Dizcipline
Drate: Tirne: | A-06PHM E|; Period: |
Course; | x| Teacher | |
Incident: | x| Location: | |
Infraction:  |Tardiness x| Demerits: 0.0 Remaining: [ 0.0%]
Digposition: | x| Admin Dates: E|:
Dizp Dated: =] Start Time: 2] Administratar. | |
End: 3: End Time: 3: Conference 3: Time:
Diaps: | 0 i| Hrs: | 0 i| Mir: | 0 i| AlertValue: 0 1] |
Belation: I:IE:
MHotes:

7 | ok, | LCancel |

Table Name/Description — Discipline Table (Header) (dih tables)

Discipline
Date: Enter month, day, year (##/##/##) the infraction occurred

Time: Enter the time the infraction occurred

Teacher Name: Select the legal name of the teacher involved in discipline action
Location: Select from drop down menu the location the incident occurred
Disposition Date: Enter month, day, year (##/##/##) punishment is to begin

Disposition Start Time: Enter the start time of the disposition

Ending Disposition Date: Enter month, day, year (##/##/##) the disposition ends for all Safe
Schools Infractions; Best Practice - Enter the date the disposition ends for any non-Safe Schools
Infractions

Table Name/Description — Discipline Dispositions Table (did tables)

Disposition: Select the appropriate disposition from the drop down. For Safe Schools dispositions:
SSP1 - Expelled, Receiving Services; SSP2 - Expelled, Not Receiving Services; SSP3 - Out of School
Suspension; SSP5 — Corporal Punishment; SSP6 - Law Only; Best Practice - Establish district wide
standardized Discipline Codes SSP4 can still be used but is not required; Create incident should
be set to NO in Code Maintenance
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Students|Add/Edit Student Information | Options|Retain Student

Data Steward — School Finance

£ Record will be Added (Adam... [X]

Retain Student
Grade: 11
Home Room: 0001
School vear: 2007

Date Retained: [0 =
ok | Cancel |

Table Name/Description - Students Retained (str tables)

Date Retained: Enter the date the student is retained
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Students|Add/Edit Student Information | Options|Tcodes

Data Steward — School Finance

s Record will be Added ... [X]

Trcode Change

Date: [EOEE =<
New Toode: [MT v|

Changed Fram: T1

Grade: 11
Home Room: 00071

[]4 | Cancel |

Table Name/Description — Tcode changes (tcd tables)
Date: Select the date the new transportation code went into effect

New Tcode: Select from the drop down menu the new student transportation code as transportation
status changes
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Students|Add/Edit Student Information | User File 1
Data Steward — School Finance
Required to be filled out for student in your school/district but accountable to a different
school/ district

== Record will be added [Adams, Jeffery) E|

7 2| a]e]s|6[7]e)

Ky IMFO
Ot OF District
Guardian M atian

Diistrict of Fes

|

Diigtrict of Rec

School of Recor
Drigtrict Attend
Schaoaol Attendin

Digtrict of Acc

L L Ll L L] L L

Schaool aof Accou
[ Out of State [ Pub SchChai

ITI Cancel | g

Out of District: Select from drop down menu the district in which student came from

District of Residence: Select from drop down menu the district of residence (where the student
lives)

District of Record: Select from drop down menu the name of the district in which the student is
normally taught

School of Record: Select from drop down menu the name of the location in which the student is
normally taught

District Attending: Select from drop down menu the name of the district actually attending when
student is sent to another school by the school of record

School Attending: Select from drop down menu the name of the location actually attending when
student is sent to another school by the school of record

District of Accountability: Select from drop down menu the name of the district where the test
scores go

School of Accountability: Select from drop down menu the name of the location where the test
scores go

Out of State: Checkbox to indicate an out of state student
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‘Teacher’ Menu

Teachers|Add/Edit Teacher Information

Data Steward — School Finance and Education Professional Standards Board

Teacher Infomation
Murnber: li-! Horne R li Room #: | | DOE:| z EE:?[E[ -
Title: [ [ Emp Type:  |Teacher x| Race: [white [Nor-Hizpar =]
Eirzt Mame: | Emergency: | Phore: |
Middle M ame: | S5M: IM Alternate: | [ Home Schoal
LastMame: | Formal Mame: | Picture: |
Address Surnrner
Street: | Streets: | ETE: | 1_|:||:||:|i|
| | [ Itinegant
City:  |Edmonton City$:  |Edmonton Pir Mumbers:
Stater |KY  Zip 42129 Stated: [y Zipk: 42129 Caller [
Phone: (502 Phaonet: |502 Home: [
Tenue | Type: | =] Uszer Info
i s; Class: | =] EDQE.. | Pass: | E piration DE.l_l,.lS_ [ 0=
Degres: | Group: [TEACHER (MO ACCESS) 7| LastChange: / /
Hired: | A Exp| 0003
BeadngFirst: [ =] | ]
w |§| 5ttendance| Contacts | ak | Cancel |

Table Name/Description — Teacher (tea tables)

Title: Use standard titles: Mr, Mrs, Ms, Rev, Sr, Dr, Col, Fr—NO PUNCTUATION
First Name: The first name given to a teacher as indicated on their birth certificate, social security
card, passport or through a legal name change; such as, adoption or marriage certificate.

Middle Name: The middle name given to a teacher as indicated on their birth certificate, social
security card, passport or through a legal name change; such as, adoption or marriage certificate.

Last Name: The last name given to a teacher as indicated on their birth certificate, social security
card, passport or through a legal name change; such as, adoption or marriage certificate.

DOB: Enter the birth date of teacher MM/DD/YY
Race: General racial category which most accurately reflects the individual's identity

Gender: Seclect the gender of the teacher, Male or Female
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Employee Type: Select the employee's Employee Type as Teacher, Administrator, Counselor or
Support for all certified staff except Librarian and Speech Therapist; choose Other for these and use
the Alternate Employee Type dropdown to choose the correct option. Choose Support or Other for all
classified staff

Alternate Employee Type: If you choose ‘Other’ from the Employee Type dropdown; this data
element is activated to specify the Other Employee Type. Librarian and Speech Therapist must be
selected from this menu

Emergency Contact: Enter first and last name of emergency contact

Social Security Number: This field should contain the official number given by the Social Security
Administration.

Alternate Teacher Number: Field only used if teacher's social security number begins with the
Number 0’

Tenure: Select yes if teacher has meet number of years experience in field certification; otherwise,
select no

Reading First: Select from the drop down menu to indicate if coach is a ‘School’ or ‘District’ level
coach
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Reading First Standards
Data Steward — Reading First
Required to be filled out on Reading First Teachers and Coaches only

Reading First funds are dedicated to help states and local school districts eliminate the
reading deficit by establishing high-quality, comprehensive reading instruction in
kindergarten through grade 3. Building on a solid foundation of research, the program is
designed to select, implement, and provide professional development for teachers using
scientifically based reading programs, and to ensure accountability through ongoing, valid
and reliable screening, diagnostic, and classroom-based assessment.

Reading First is a major federal initiative within the new reauthorization of the Elementary
and Secondary Education Act: No Child Left Behind to improve reading for primary age (K-3)
children throughout the state.

The United States Department of Education will send Kentucky $13.7 million annually for
the next six years.

Kentucky's Reading First Plan will continue to build upon its commitment to improving
literacy and ensuring that all children leave the primary program reading on grade level.

Teachers|Add/Edit Teacher Information

Teacher Information
Mumber; | W HomeRm: [ Room#: | ] DOE: | z EELEI?[ i
Title: [ [ Emp Type:  [Teacher x| Race: [white [Mor-Hizpar =]
Eirst Name: | Emergency: | Phane: |
Middle Mame: | S5M: [000-00-0000  Aemate: | [ Home Schacl
Last Mame: | Formal Mame: | Picture: |
Address Surmmer
Street: | Streetd: | ETE: | 10002
| | [ ltinerant
City:  |Edmonton City$:  |Edmonton Pir Numbers:
Stater Ky Zipc [42129 Stated: Ky Zipk: [42129 Caller [
Phone: 502 Phones: |502 Home: [
Tenure| Type: | ﬂ Izer Info
i s; Class: | =] EDQE.. | Pazs: | E xpiration De.n_l,ls_ [ 1
D= | Group: [TEACHER [WO ACCESS) 7| LastChange: / /
Hired: | = Exp| 0.00 £
@ng First: @ | B
w2 |§| Attendance | Confacts | ak. | Cancel |

In addition to teacher demographic standards on page 35, the following is required for Reading
First Coaches and teachers:

Reading First: Select from the drop down menu to indicate if coach is a ‘School’ or ‘District’ level
coach
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Teachers|Add/Edit Teacher Information | Professional Development
Data Steward — Reading First
Required to be filled out on Reading First Teachers and Coaches only

== Record will be Added (Battier, Shane D.)

Profezsional Development

Year: [EE 2] Date 7/15/06 4

Clazs: | =]
Type: | [~

Standard: | |

Offered By | |

Credit: 000 Applied Hrs: Tatal Hrs:
Ok | Cancel |

Year: Defaults to 2005; enter year teacher attended specified PD course
Class: Select from drop down menu the PD Class teacher attended
Type: Select from drop down men Type of PD Course taken

Offered By: Select from drop down menu what type of organization (School, District, State, National)
offered the PD course taken

Credit: Enter the amount of credit given to teacher for PD course; field will auto-populate if hours
are set under Teachers | Professional Development | Classes

Applied Hours: Enter the applied hours for PD course taken; field will auto-populate if hours are set
under Teachers | Professional Development | Classes

Total Hours: Enter total hours for PD course; field will auto-populate if hours are set under
Teachers | Professional Development | Classes
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‘Courses’ Menu

Courses|Valid Course | Course Info Tab
Data Steward — Curriculum and Education Professional Standards Board

K

Courze Info |Master Builder Info | State Courze Info |

Course Mum: 0 Al Num: [ CIP Code: | [ Inactive
Long Mame: | Short M ame:

Credit Earned: 0000  Scaler | =]

Attermpted: [ 0000 Tvpe | =

weight Added: [ 0000 Diff Lvk | ]

wheight kultiplier: IW

Murmber of Terms: [1 Priority: [9 Fee: [ o000
Link Code wiorkbook: [ 0.00
¢ Mo Yes Course Supple 5%

Prereq [ 101 Other: [ o000

| Mo Fee Exceptions

2| Concel

Table Name/Description - Valid Course Table (crv tables)

Credit Earned: Enter the amount of credit to be awarded upon successful completion of course
Difficulty Level: Select from the drop down menu if AP course or IB course

Max students per section: Set number of students allowed per section in Master Schedule

Weight Added: Weight additive defaults to 0.000, leave this as is, unless you want to allow extra
points to be added upon completion of the course

Weight Multiplier: Weight multiplier defaults and should remain at least 1.000. Percentage added
for GPA calculation only
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Courses|Valid Course | State Course Info Tab
Data Steward — Curriculum and Education Professional Standards Board

== Record will be Added

Courze Info | taster Builder Info  State Course Info |

Main Categor: [ ~

State Course Code: | j

[ Dwal Credit [ 1 Semester Courze
[ Credit Becovery | Performance Based
[ Blocked Schedule

-
-
-

i | | ak. | Cancel

Main Category: Select from the drop down menu the main subject category to link the selected
valid course; to identify content descriptions of options in this drop down menu, use the following web
link:

http:/ /www.education.ky.gov/KDE /Instructional+Resources/Curriculum+Documents+and+Resources
/Kentucky+Valid+Course+List.htm

State Course Code: Select from the drop down menu the state course code to link the selected
valid course; to identify content descriptions of options in this drop down menu, use the following web
link:

http:/ /www.education.ky.gov/KDE /Instructional+Resources /Curriculum+Documents+and+Resources
/Kentucky+Valid+Course+List.htm
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Courses | Master Schedule
Data Steward — Curriculum and Education Professional Standards Board

== Record will be Added

taszter Schedule

Cowse Mumber: [ [N Akt Mum: Linked: [ [=] ¥ Honor Foll v GPA
Lang Desc: | Shart Dese: W ScandGrade Sheet

Teacher: | | Boom: - [ Mot on Report Card
Highly Qualfied: | =] [ DoMat Schedule

Beginning Period [ 14 IIE”T'S Offered
T atal Periods: 1 E|: J

Credit [ 0.000 Attempted: [ 0.000 WeightAdd [ 0.000 Weight Mult: [ 0,000 | Gendesr Only

f¢ Both{ M F

Instruct S etting: | »| Scale: | ]|
Teaching Method: | x| Twpe: | -] Attendance Type
Funding Method: | =] Diff Lut | =] | * Instf" Nonnstict
Class Tupe: |Departmentalized =]
Grading Period for Credit
[ 1 2 3l 4 [ PostAlpha

Mawes and Counts

1 I_EIIJ ﬂ ok | Cancel

Table Name/Description - Master Schedule (crm tables)
Highly Qualified: If the teacher’s Highly Qualified status for this course has been determined,
choose from the appropriate drop down option. Options are as follows:
Highly Qualified
Not Highly Qualified
Not Applicable
Beginning Period: Enter the beginning period for the class

Weight Additive: Weight additive defaults to 0.000, leave this as is, unless you want to allow extra
points to be added upon completion of the course.

Weight Multiplier: Weight multiplier defaults and should remain at least 1.000. Percentage added
for GPA calculation only.

Instructional Setting: Choose from the drop down menu the appropriate instructional setting for
this course section

Teaching Method: Choose from the drop down menu the appropriate teaching method for this
course section

Difficulty Level: Select from the down menu if AP course or IB course

Attendance Type: Mark every course as Instruction (Inst) in the Attendance type section
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‘Utilities’ Menu

Utilities | System Utilities | System File Information
Data Steward - Data Policy Management and Research

«# Record will be Changed

Schoal Information |Sy$tem Information | Syztem |nformation 2 | Syztem Information 3 |
Terms:
Code: 139 Syztern Pazaword: [ 7=] Per Iﬁ Lunch:lﬁ
Marme: |Kentuu:k_l,l Elermentary Test School 1 |T 3
M ailing Address = | =m
Address 10 [123 Main Avenue
Address 2 |
City: | Test City St kv Zipt[E4009
Phyzical Addresz
Address 10 [123 Main Avenue
Address 2: |
City: [ Test City St kY Zip:[g4009
" [ Title 1 - Eligible but Mat Served
E-mnail |
School ' Grad
School Mumber: |199 Digtrict Mumber: 007 oo _far =raes
N _ _ 20063 [T w6
District Mame:  |Adair County R4 o =
Principal: |h-1r. K.entucky Principal =
School Type: |E|ementar_l,.l School ﬂ GenFes: | $0.00 @ | Qk. | LCancel |

Table Name/Description — System Table (sys table)

Code: Enter the 3-digit location number assigned by KDE

System Password: System password should not be default password when software first
installed (i.e. pass); up to 8 characters; all users should not have access to this password

Name: Enter official school name

Mailing Address 1: Mailing address of school; use standard USPS abbreviations: PO Box
NO PUNCTUATION, TOGGLE CASE
To view the guidelines for address standardization at
http:/ /www.abspresort.com/client/addstan.htm

City: Enter the city of school’s mailing address
State: Enter the state of school's mailing address (system defaults to KY)

Zip Code: Enter the zip code of school’s mailing address
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Physical Address 2: Physical address of school; use standard USPS abbreviations: Court - Ct;
Road - Rd; Avenue - Ave; Street - St; Boulevard - Blvd; Parkway - Pkwy;
Highway - Hwy; Route - Rt; Lane - Ln; Circle - Cir; Place - Pl; Drive — Dr

NO PUNCTUATION, TOGGLE CASE

To view the guidelines for address standardization at

http:/ /www.abspresort.com/client/addstan.htm

If mailing address is same as physical, use shortcut F12

City: Enter the city of school’s physical address

State: Enter the state of school's physical address (system defaults to KY)
Zip Code: Enter the zip code of school’s physical address

Phone: Enter the school’s phone number: Format: (###) ###-####

Fax: Enter the school's fax number: Format: (###) ###-####

District Name: Use the drop down menu to select the district name, this will auto populate the
district number

Principal: Enter full legal name of school principal

School Type: Use the drop down menu to select the school type (Elementary, High School, Middle
School, etc...)

General Fee: If the SCHOOL charges a general fee for students to attend, the amount should be
entered in this one location. It is not necessary to track student payments.

Terms: Enter the number of times credit is issued during the academic year, or the shortest amount
of time a class rotation lasts. These are NOT the same as grading periods.

Periods: Enter the number of instructional periods in school day

Title 1-TAS (Targeted Assistance School): A school that is served by Title 1-A and is ineligible
or chooses not to be a school wide program. In a Title 1-A (TAS) funds may only be used for programs
that provide supplemental services to eligible children identified as having the greatest need for special
assistance.

Title 1-SWP (School-wide Program): A school that is served by Title 1-A and has at least 40%
low-income families and choose to be a school wide program. In SWP, Title 1-A funds may be used
together with federal, state and local funds to upgrade the entire educational program of a school.
Only the funds are supplemental particular students are not identified for services. Title 1 funds
support all teachers and para-educators

If this selection is made, you do not have to choose Title 1 on Student Demographics for all
students.

Title 1-Eligible but not served: A school that is eligible for Title 1-A but not served.

School Year: Enter first year (1st semester) and second year (2nd semester) of school year (Format:
CCYY)

Grades: Enter high and low grades for school
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Utilities | Attendance | System File

Data Steward - School Finance

Termmnz and D ates Dap Typesdnstructional Minutes
Tem 1 [MOEE  Tuesday  [5/30/07  Wednesday | | 1:[Regular | 410
21 Howr Dielay | 350
3|2 Howr Delay | 230
4| Early Digmissal | 250
5] |
| |
| |
& |
Default D aily Codes Default Feriod Codes
e e I e RV
Haf WU =l =l ] 000 ) = i Everts
Tady 10 <] [X = Tady [TU =] |TX =l | 001 || peiod At Eor
aM: |aMU x| [aME =] Start [aMU | [AME =] Schedule Only
P [PMO =] [PME =] _ Limits || End [FMU =] [FME =] Advanced -
attendance Period: [0 | | | | | | b's |@| Cancal
I Change Daily &, | Get Sch Type from Master [+ ExcCIACO =Exc Abzence | Period &t w/Reconcile
Change Per. to Match [ Leave Absences After wWithdrawal [ J

Table Name/Description - Attendance System Table (ats tables)

Default Daily Codes: Allday = 100% of day will show as an “’ on all attendance related
appointments; Tardy = absence of 60 minutes or less

Day Types/Instructional Minutes: Enter the attendance day types and the total number of
instructional minutes in the specified day type
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Utilites | Attendance | Calendar

Data Steward — School Finance

ndar Aue (0 6

=un hdan Tue Vhie Thu Fri Sat

Today

£# Record will be Changed

Calendar Dap #: 8 School Dap #: 7

Do Morth

Morith -
Calendar [03./10/08]

5 | 1| Code 5 | | et |

| . Occazion: |Thursda_l,l Vear -

13 | 14 [+ Attendance Day ear +
) | DayIvpe |Fregular -] Q_

20 | Delete
Doty |

27 |1 ﬂ ak. | Cancel |

Do Year

| &2 )i

;

Table Name/Description — Calendar Table (cal tables)

Code: Choose from drop down menu Standard Calendar Codes for each day in the school calendar
Occasion (day of week): Should be day of week (Monday, etc.) or one of the following standard
Occasion descriptions for days which are non-attendance days: Opening (O), Closing (C), Equivalent

Day (teacher) (E), Professional Development (P), Holiday (H), Planning (G), Disaster (D), +Other (M),
+Weather (W), +Break (K), +Make UP (U)

Attendance Day: Check if day is to be included as part of the school calendar

Day Type: Choose from drop down menu the day type for each attendance day (Regular, Extended,
Delay, etc)
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Utilites | Attendance | State Attendance File

Data Steward — School Finance

&% Record will be Changed

State Attendance System File
Attendance Months Beport Orders
o1 [IEE = [ 20 [6/28/06 =] | Closed [ 1 | | * Grade
2 [Fa0e 2 [ [a75m & S " Home Room
02 [9/26/05 & [ 20 [1/0808 H T [ 0 | LastRunDates]
0d: [11/09/06 o [ 20 [2nvme & [ 2
05 [12/08/06 o [ 20 [1Aem7 = [ 2 o _
Principal's Reagister: 10/14/04
06 [1/17/07 =] [20 [2Aam07 2 T [0 o .
£ lm IE lm u |_2 Pa-3 £415./08
08 [3n407 & [0 [a2a07 2 [ O
03 [4/25007 & 20 [6/2207 ) I [T [ Include Dizcipling in Clozed Months
10 [5r2307 S [ 5 [ea0m07 T [ 1
o FH[o[  HD [ 0
(3 I N - [ o
@ ITI LCancel

Attendance Months: Enter beginning and ending date of school calendar months; total should
equal 20, excluding +’ days

Closed: Once all school attendance reports have been ran and verified the month should be closed to
ensure certain items in the program cannot be altered
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Utilities | Attendance | Schedule Type Definition

Data Steward — Curriculum

..= Schedule Types |

Type | Description

L1 Period 5cheduls

RLT |FReleaze Time Student

s= Record will be Added

Schedule Types

Tvpe Code:

Diescription; |

ﬂ ITI Cancel |

Table Name/Description - Schedule Type (Period Times) (ash tables)

Type Code: Enter a code for schedule type

Description: Enter the description for schedule type
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Utilities | Attendance | Schedule Type Definition-Define

Data Steward - School Finance

.= Schedule Types E| 8

R

10:7 0
11:1048M
12:50PM
1:50PM
280PM

— Perinds and Times

Starting Time: |. Twpe—
Ending Time: I_ & Instructional

Feriod I_ ™ Lookup it M aster

F. Cancel I

Table Name/Description - Schedule Period Times Detail (asx table)

If a student is less than full-time, set up a schedule type for each individual or group of students for a
particular schedule, full-time students, the schedule type needs to define the entire school attendance
day

Starting Time: Enter the starting time for specified period
Ending Time: Enter the ending time for specified period

Period: Enter the period code/number for specified definition
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Utilities | Transcripts|Schools
Data Steward — Data Policy Management and Research

== Record will be Added

Tranzcript Schoolz

School Code:

School Name: |

Address: |

City: | State: | ~| Zip |
Principal: |

District Name: |

State Mumber: Ii

Tupe: Public |4

| ok | Cancel

Table Name/Description — Transcript Table (psc tables)

School Code: 3-digit location number assigned by KDE
School Name: Enter the official school name

Address: Mailing address; standard USPS abbreviations: Court - Ct; Road - Rd; Avenue - Ave;
Street - St; Boulevard - Blvd; Parkway - Pkwy; Highway - Hwy; Route - Rte; Lane - Ln; Circle - Cir;
Place - Pl; Drive — Dr

NO PUNCTUATION; TOGGLE CASE

To view the guidelines for address standardization at

http:/ /www.abspresort.com/client/addstan.htm

City: City of mailing address

State: State of school's mailing address

Zip Code: Zip code of mailing address-5 digit code required; 4 digit extended zip code optional
Principal: Full and Legal Name of school principal

District Name: Enter the district name in which the school is located

State Number: Enter the appropriate 6 digits. A combination of the KDE assigned district and
location number

School Type: Select the appropriate school type (public, non-public, etc)
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